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2. Abstract

I am writing this report to show my ability in the academic and employability skills module as an undergraduate, representing the prospect of the skills that will apply in the forthcoming job hunt. I will show this by including activities I have done in class with my academic colleagues and teachers and articles I have research and analysed. 
 
3. Introduction
Academic and employability skills define as the transferable skills needed by an individual when applying for jobs; these skills are something employees and organisations are looking for in candidates. They are what will make a person carry out their role at the best of their abilities. Academic skills are characterised by the learning of aspects of behaviour expected to perform at University level, practising these skills leads to the development of graduate attributes. (Cardiff Metropolitan University, 2020).
Employability skills refer to employment skills, soft skills, work readiness skills or foundational. They often improve your performance, minimise errors and remote collaboration with your co-workers, enabling you to perform your role more effectively. In this report, I am going to show my capabilities, and what I have learned by showing in-class activities, referring to published literature and my research on the subject. (Exeter, 2020) 

4. Employability skills 

Employers have high regard for employability skills as they come from experience, education, or practice; they are not specific to one job only, which makes the individual suitable for every type of workplace. Employability skills can divide into two categories, hard and soft skills. 
4.1. Hard skills
Hard skills are teachable abilities or skills sets that are easy to quantify; a person can learn these skills in schools, books, or other training materials. These skills are what makes a person qualify for the position they are applying for; examples can be a certificate, machine operation or computer programming, skills that one needs to acquire to do the job they want. 
4.2. Soft Skills 
Soft skills are personal abilities that much harder to learn; they define as people skills, is the way an individual relates to and interacts with other people, they include communication, leadership, motivation, patience, teamwork, time management, etc. This category of skills is quite hard to show, if an employer wants to know one's knowledge, they can look at their degrees or certificates. However, they cannot ensure their time management skills or how they would deal with co-workers.
· Communication – this allows the candidate to deliver and understand messages clearly and efficiently; employers look for this ability as it makes the applicant more productive and more likely to help prevent time wastage. Being an effective communicator involves conveying one's thoughts and ideas clearly to achieve a specific outcome, along with listening to instructions, plans and intentions from co-workers and superiors.  
· Teamwork – this is the ability to work harmoniously with co-workers to achieve a shared goal, collaboration enhances the chances of getting hired as the candidate can support the company reach its goals more effectively while working with the team. These skills contribute to a more positive work environment; one needs to be comfortable working with people, take their responsibilities and contribute to common goals. 
· Time management – this is the process of organising and planning how to divide time between specific activities, permitting them to complete work on time, stay engaged during important meetings while preventing time and resource wastage. One should be able to identify tasks, prioritise them, create schedules and complete them on time. (Indeed, 2019) 
I learned of these valuable skills in my current higher education facility; we studied about efficient management looking at theories such as Eisenhower's method and SWOT analysis and the impact of this skill in my workplace. 
 Dwight D. Eisenhower designed the Eisenhower model; he was the 34th president of the USA, led NATO and served as Supreme Commander during World War II. He was swamped and had to make crucial decisions on a daily; he dealt with tasks that are equally urgent and important, so he thought of a way to manage his time and successfully carry out immediate and essential functions in an efficient way. 
 His model consists of four quadrants; do (important-urgent), schedule (important-not urgent), delegate (not necessary, immediate), and eliminate (not essential, non-urgent). By determining if a task belongs in one of these quadrants, it becomes easier to prioritise, hand over responsibilities, delegating to another or including it in a schedule. 
[image: Eisenhower matrix model - toolshero]
As it is shown on the graph, the first quadrant is where the critical and urgent tasks belong; they need to get done first, carried out by the individual personally, and completed within the day. However, if the job can be postponed by a few hours, or be done the next day, it falls under the "schedule" quadrant, here lay the tasks that are important but nor urgent. In the "Delegate" quadrants fall the tasks that need to be done within the day, however, they can be carried out by others. The last quadrant "Eliminate", contains the tasks that are not important nor urgent, and can wait a long time to be done, if an individual is relatively busy, they can postpone these activities. This model is beneficial to prioritise tasks and manage one's time so that the correct period is spent on urgent actions, avoiding time wastage on functions that can be delegated, or postponed. (Mulder, 2017)
 In my personal experience, time managing has had a massive impact on the way I work and balance my job. I work as a catering assistant at my local hospital; my responsibility is to collect menus from a given ward, prepare the food and delivery it to the patients. However, new patients may arrive after I grabbed the orders, and nurses will have to send them after. I need to make sure that I firstly, prepare the food to provide to the ward, and then quickly adjust the order dispatched. The job can be quite straightforward if a low number of inpatients reach the department, however, when the circumstances change, I can quickly divide my responsibilities, prioritising the tasks that require more focus, and delegate the ones that my co-workers can assist. 
Furthermore, another analysis that was looked at in class is the SWOT Analysis, a framework used in companies to evaluate their competitive position, while developing strategic planning. SWOT stands for Strength, Weakness, Opportunity and Threat, is used in many organisations as it identifies core strengths, weaknesses, opportunities and threats present, leading to a fact-based analysis with fresh perspectives and new ideas for the business to become productive and successful. This strategy of planning needs to be accurate with realistic goals so that the organisation enhances the chances of succeeding while improving their performance. SWOT analysis works better when different groups within a business provide real data rather than predictions so that the investigation will show where the company needs to improve and focusing on the areas that need amendments.  
A Personal Development Plan (PDP) is a written analysis of self-reflection and improvements; it includes a detailed action plan used to fulfil, academic, or career-based goals. It is used in workplaces and education and allows individuals to set goals while identifying weaknesses and focusing where improvement is needed. Objectives are in place based on the areas one would like to improve on, and the site consists of your personalised actions, that will help you to achieve them. PDPs do not have a specific scheme, as everyone, organisation and business have different goals; they can be short, mid, or long term, and vary from one another. In my university, we made our PDP that divides into three phases, short-term targets (6 months), mid-term (2 years), and long-term goals (5 years), we shared the method in every aspect of our life, academic, career-based and personal aims. Short-term goals get completed in the process towards achieving the long-term objective, they base on learning and development, such as qualifications needed for the long-term job, or courses that expand one's knowledge. Short-term goals are also a source of motivation and perseverance, as they are relatively easier to reach, motivating, even more, the individual to pursue them. The PDP is an essential scheme as the individual writes down their aim and goals, and once the plan completes, they can work more efficiently to achieve them. To make sure that the PDP works, the goals set need to be realistic, for instance, "Learn Spanish" can be more motivating and less frightening than "Get an entrepreneur job in Spain". PDPs in the workplace are slightly different, they still contain a goal, and a plan within them, however, it can apply to many workers at the same time, it requires employees to collaborate and operate together, to reach the shared objective. The advantages of the Personal Development Plan are the support in improving current skills, define a future path while giving a real insight into a well-thought plan. It helps motivate and track progression, as well as being evidence to demonstrate the dedication and perseverance, ability to learn and plan, which is the skills employers look for in a candidate. (Reed, 2020) 

5. Academic Skills

Unlike employability skills, academic skills are abilities that you acquire through studying while advancing levels of education. These capabilities will not make a person more employable; however, academic skills guide one towards an effective way of learning at University level and develop research and study skills that can help in the academic and career world. Developing academic skills will benefit from the academic success that will reflect one's full potential. (Staffordshire University, 2020) Examples of essential academic skills are essay writing, note-writing, research skills, referencing, summarising, and the avoidance of plagiarism. 
Essay writing is an essential skill to have; it allows reporting and analysing a given subject efficiently, focusing on the precise details, while appearing professional and informed about the topic. The author follows a strict format for their essay, introduction, main body, conclusion, and references. 
Academic skills also include research, which is the ability to gather information about a topic, review information and analyse it in a manner that leads to a solution. Research skills help students in their learning path, a scholar that comprehends the right way to deduce data will have a better educational performance than one who lacks this knowledge. 
Finally, an additional aspect is referencing and the avoidance of plagiarism, when researching for information, students need to make sure to reference every source used. While composing a document, the author needs to apply their knowledge; if the data used is retained from an external source, the writer needs to ensure that citations are present, giving credit to whom it belongs. While referencing is necessary, the author cannot imitate the source, as this is plagiarism. Plagiarism is an act of fraud, punishable by law; it translates as stealing someone's information and passing it as yours. When acquiring research skills, referencing becomes very important; the author cannot falsify a document, most universities adopt a program that identifies plagiarism, and when detected, the student can be penalised or face executions.  

6. Conclusion

At the start of the academic year, I felt unsure of my academic and employability skills; I was nervous about continuing into higher education as I lacked necessary scholastic abilities and knew little about the world of work. However, with only a term passed by, I learned and practised skills I will use in my future place of work, while also developing experiences that will help me with my educative prospect. Academic and employability skills support persistent growth in two critical environments; they are equally important and to be prosperous wherever they are, one needs to master and practise to work at the maximum of their ability. 
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Partll.
Combine each pair of sentences with a subordinating conjunction. See board for options...

We eat breakfast and make our lunch.
We take the bus to school.
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Jenna loves creative projects like painting and acting.
Kenneth prefers to work on math and engineering projects.
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1 bought a Mac instead of a PC.
I can create graphics more easily on a Mac.
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4. Most basketball players are almost seven feet tall.
The best player on the Lakers is only a little over six feet tall.
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Basic Sentence Structure and Building Sentences

Worksheet 2

Partl.

1

Name: OVSLD  GLLOCHY S

Place each prepositional phrase in the correct location to create a logical sentence.

in the beautiful garden

between December 24 and

from my grandmother

January 2 _— —
by the playground across the along the busy highway on top of the books next to the front
street —_—— e door

1N Toe, BERCTRAL. GERIRAY, we are growing many vegetables and flowers.

2. Many cars break aownggw TR SRIST
3. B)MM‘_‘&_&\_\QM there is a lot of noise before and after school.
4. linherited my blue eyes and blond haiPEREYt TN OROORGHER.

5. Julie left a note for you O™ TEX CERUES  RepidS M\T@D:g{‘?m
6. YENEERS DREIBR. AL WD i ooioyees have a week of vacation. ’

SRS 3

Part Il
Combine each pair of sentences with one of for, and, nor, but, or, yet, so.

1. Kevin bought a new red car.
Red isn’t his favorite color.

Dk

2. Jennifer drives to school.
Her sister drives home from school.

E)i\

3. They installed solar panels on the roof of their home.
They can save money on their energy bill.

Wk 0

4. On Fridays, we have homemade pizza for dinner.
We go out for pizza at Dominos.

AR

5. lJillian got a speeding ticket this morning.
She was going 20 miles an hour over the speed limit.

G TR





